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What is the 
Grant Adjustment Notice (GAN)

Method to Request Modifications to an Award

Budget Modifications - i.e. reallocation of funds, etc.

Board Membership changes – including contact info

Officers and/or Coordinator change - including contact info

Workplan and/or Timeline modifications



When to Prepare the 
Grant Adjustment Notice (GAN)

Any time throughout the grant period when changes 
occur.  

You do not need to wait until reporting to complete a GAN

EXAMPLES
1. Three months into the grant the board secures an additional $500 funding 

to help pay for curriculum for the local school system.  Originally the board 
had budgeted $1,000 for this purchase.  With the additional funding the 
board can request a GAN to move the $500 to another area.  Once the board 
has decided to move the funds it needs to immediately submit the GAN for 
state approval for the movement.

2. Midway through the grant cycle the chairperson resigns and a new
chairperson is appointed.  The board should immediately submit the GAN 
so that the application can be modified and the state’s records can be kept 
up-to-date!



STEP I
Login – www.kyjusticegms.com

Login here



STEP II
Open Application

Your name here

Your name here 

Title

Address

Phone

E-mail

Username

ASAP-Local County-00025

Your Board’s Name

Message

Click here



STEP III
Open the GAN

Your Board’s Information

Your Board’s Information

Click here



STEP IV
Completing the GAN

(Budget Modification Request)

-1300

+1300

Example

In your RFP you requested 
$3,000 in personnel, however you 
only needed $1700.  The board 
also decided to purchase a 
computer for the board’s use. You 
need to reduce the personnel 
category by $1300 and add $1300 
to the equipment category under 
the administration column.

reduce by $1300

increase by $1300



STEP IV
Completing the GAN (continued)

Budget Modification Request

This box will 
automatically complete 

once you click on the 
save button at the bottom 

of the page



YOU MUST 
CLICK THE 
SAVE 
BUTTON

STEP IV
Completing the GAN (continued)

Other changes

Enter other changes here –
such as Board Membership 
changes

EXAMPLE

Personnel Costs of $1300 were not needed 
because of additional funding source.  The board 
has voted to use this $1300 to purchase a new 
computer and accessories to replace a 
nonfunctional computer.

New chair’s name

New coordinator’s name

New Fiscal Agent’s name

Enter any officer 
changes here



STEP IV
Completing the GAN (continued)

Required Information

EXAMPLE

Personnel Costs of $1300 were not needed 
because of additional funding source.  The board 
has voted to use this $1300 to purchase a new 
computer and accessories to replace a 
nonfunctional computer.

Red means 
this field must 
be completed

If you fail to complete the 
Justification for Change 
field before you click the 
“Save” button – you will 
receive this message Please enter all required fields



STEP V
Submitting the GAN

1.  After all 
required fields 
have been 
completed and the 
“Save” button has 
been clicked……..

The information has been saved

2.   Click the ODCP –
ASAP Menu button 
to return to the 
previous page

Click here



STEP V
Submitting the GAN (continued)

Your Board’s Information

Your Board’s Information

Click on the Change 
Status Button 



STEP V
Submitting the GAN (continued)

Your Board’s Information

Click the “ I Agree Button”
GAN Request 

Completed!



STEP VI
GAN Approval

The KY-ASAP State Coordinator will receive a system 
e-mail that a GAN has been submitted

The submitted GAN will be reviewed and if approved the 
status of the application will be changed to “GAN in 
Process” – that will open the application and allow you to 
make all the changes that were requested/approved on 
the appropriate forms.

All Agency Authorized Officials will receive an e-mail 
that says that the GAN has been approved and will 
instruct you to log-in and make the changes



STEP VII
Making Approved Changes

Login – www.kyjusticegms.com

Login here



STEP VIII
Open Application

Your name here

Your name here 

Title

Address

Phone

E-mail

Username

ASAP-Local County-00025

Your Board’s Name

Message

Click here



STEP IX
Open & Update 

Appropriate Forms
Your Board’s Information

Your Board’s Information

Click here

EXAMPLE
GAN approved to 
reduce Personnel Costs 
by $1300 & increase 
equipment by $1300



STEP IX
Open & Update 

Appropriate Forms (continued)

Your Board Information

Personnel - Name 

Personnel - Title

Change to  - $1,700

Will automatically update with Save

This field will update 
automatically after you click 
the “Save” button

2. Click Here

3. Click on the ODCP 

– ASAP menu 
button to return to 
the previous page

1. Enter the new Approved 
Amount here - $1,700.00



STEP IX
Open & Update 

Appropriate Forms (continued)
Your Board’s Information

Your Board’s Information

Click here

EXAMPLE
GAN approved to 
reduce Personnel Costs 
by $1300 & increase 
equipment by $1300



STEP IX
Open & Update 

Appropriate Forms (continued)

2. Click Here

Laptop & acces. 1 1300 1300

Total will automatically update once the “save” button is clicked!

3. Click on the ODCP – ASAP menu 
button to return to the previous 
page

This field will update automatically 
after you click the “Save” button

1. Enter the new Approved Expenditure 
here - $1,300.00



STEP X
Submit Changes

Your Board’s Information

Your Board’s 
Information

Click on the Change 
Status Button 



STEP X
Submit Changes (continued)

Click the “ I Agree Button”
Modification 

Completed!



STEP XI
Adjustment Approval

The KY-ASAP State Coordinator will receive a system 
e-mail that a GAN Modification has been submitted

The submitted GAN will be reviewed and compared to 
the GAN request (Steps III - IV) if everything is accurate 
the status of the application will be changed to “Award 
Approved”.

All Agency Authorized Officials will receive an e-mail 
that says that the GAN has been approved and will 
instruct you to log-in and make the changes



Kentucky Agency for 
Substance Abuse Policy

Contact State Coordinator Amy Andrews

502-564-8293 or amy.andrews@ky.gov


